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CREATING A NEW ENTRY 
FROM ONLINE FORM TEXT 

As illustrated below, the first step in creating a new entry from 
an online form is to copy the received text. 
 
In this example the text was received as an email. 
 
Select the text in the email and COPY it to the Windows clip-
board. In the next steps this raw block of text will be pasted into 
a field in the software system. 
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In the software system, start from the entry screen as is done 
when typically adding a new entry. 
 
At this point in the process, the button NEW ENTRY BLANK 
can be selected, or not. This is important to understand be-
cause the pre-processing of the raw block of text for the new 
entry does not initially require a new blank form on the screen. 
 
This will be better understood as it is further described with the 
instructions and illustrations on the following pages. 
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This is the special working screen for the processing of a new 
entry from the raw text copied from an online form. 
 

At this stage, two assumptions are made: 
 

1 ) The raw text is now on the Windows Clipboard 
 

2) The configuration and template setup is done and the correct 
template is retrieved. 
 
In this illustration, the template "JOHN" has been retrieved and 
is active as noted by the red oval. The setup process instruc-
tions are not included in these instructional steps. 
 
The creation of a new entry blank form can be delayed further, 
but for this example, a new entry blank can be created using 
the button NEW ENTRY BLANK. 
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After the command to create the new blank entry form, the 
screen should look like this. 
 
Use the CLEAR ALL button if any of the processing field con-
tain data from previous entries. 

 
With the copied text still on the Windows Clipboard, tap the but-
ton labeled PASTE, and the raw text will be pasted into the 
large field above that button. 
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Depending on the User template used, the pasted text may or 
may not fit within the visible area of the large processing field. 
There is not a problem if the text is not entirely visible. 
 
In this case, the text is now pasted and will appear in the large 
field. If nothing appears after the PASTE button command, the 
text can be copied again from the original email or text source. 
 
The next step is to process the raw text block using the PROC-
ESS button as shown below. 
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The PROCESS button does initiate a lot of work upon the one 
pointer click. The data is extracted from the raw text, formatted 
and placed into the correct corresponding field (s) for review. 
 

The resulting data extracted is dependant on the information 
contained in the raw text and will vary from user to user. 
 

In this example, the event catalog and the Breed ~ Breed Vari-
ety is not included on the form. This is not a problem and those 
field entries can be made manually, as can any other field as 
needed. 
 

In this illustration, the system is highlighting in red and indicat-
ing that the (1)BREED, (2)REGISTRATION NUMBER and (3)
CATALOG are primary requirements in the processing at this 
particular point. 
 

Only the (1)BREED and the (3)CATALOG need to be selected 
manually as explained previously. 
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After the (1)BREED and the (3)CATALOG are selected manu-
ally, the screen will look something like the screen shot below. 
 
Now, for illustration purposes, only three of the FILL buttons will 
be used to process the information in the corresponding fields. 
Each FILL button processes one or more fields in the new form. 
 
In this case, three FILL buttons will process and complete the 
six form fields for: AKC Registration Number, AKC Registered 
Name, the Gender of the Entry, the Entry Date of Birth and 
Kennel Club Information ( that defaults to the AKC ). 
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The form fields will be filled upon executing the corresponding  
FILL buttons and the results of the processing of three of the 
FILL buttons is shown below. 
 
The balance of the FILL buttons can now be used. 
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After all of the FILL buttons are used, the form fields will contain 
the information as shown in the screenshot below. 
 

Like the PROCESS button, the FILL buttons do more than just 
transfer the data to the final entry form fields. Depending on the 
field processed, a good deal of formatting and clean-up is per-
formed. In this example, most everything is correct with the ex-
ception of the lower-case letters in the DVM suffix title for one 
of the Breeder names. 
 

Improvements are made in many of the system functions such 
as these with every new version of the software, and almost 
any correction or new ability can be provided in future versions. 
 

Next, by using one of the green colored DONE buttons, the rest 
of the new entry work can be completed using the familiar entry 
form screen. 
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The entry can now be completed in the typical manner from the 
regular entry form screen. 
 
The entry class (es) can now be selected. Depending on the 
user's form and template, a full or partial list of classes entered 
will be available on the lower portion of the list of classes panel. 
 
The class information can be deleted manually, but in most 
cases the display will be erased automatically. 
 
Remember that an event day must be chosen for the SECTION 
and CLASS panels to populate with available classes. The en-
try AGE ON DATE OF EVENT and other information cannot be 
made available until the event day is selected. 
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Here is the final result screen shot with an entry that is ready 
for some additional work before completion. 
 
All of the steps illustrated on these pages can be performed in 
less than half a minute, especially if editing and corrections are 
not needed. 
 
When first learning this process it is recommended that user's 
do this work a little slower than usual and take time to carefully 
proofread both the raw text and the processed fields. After a 
number of entries and practice, user's can post this work very 
quickly and with great accuracy. 
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